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Fundamentals ofFundamentals of
Expenditure ApprovalsExpenditure Approvals

and Certificationand Certification
Welcome to Training!Welcome to Training!
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General InformationGeneral Information

FacilitiesFacilities

 Break RoomBreak Room
 MessagesMessages
 TelephonesTelephones
 RestroomsRestrooms

ClassClass

 Sign-In SheetSign-In Sheet
 ClassClass

MaterialsMaterials
 CourseCourse

EvaluationsEvaluations
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ObjectivesObjectives

Participants will be able toParticipants will be able to ……
 Tie payment approval authority to theTie payment approval authority to the

citizens of Texascitizens of Texas
 Identify the components of a signatureIdentify the components of a signature

card and the USAS security profilecard and the USAS security profile
 Follow deadlines related to paymentFollow deadlines related to payment

approval and securityapproval and security
 Segregate duties of the payment processSegregate duties of the payment process
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The BasicsThe Basics

 ExpenditureExpenditure

 Payment/Payroll VoucherPayment/Payroll Voucher

 Basic Approval ProcessBasic Approval Process

 Electronic Approval and CertificationElectronic Approval and Certification
–– AA ““releaserelease””

a 
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Required Approval & CertificationRequired Approval & Certification

 Certification can declare to the Comptroller:Certification can declare to the Comptroller:
–– Goods or services comply with the contractGoods or services comply with the contract
–– Invoice is correctInvoice is correct
–– Traveler signed voucherTraveler signed voucher
–– Payroll is correctPayroll is correct
–– Salary supplements are reported to Comptroller anSalary supplements are reported to Comptroller and

Secretary of StateSecretary of State

 Certification & approval go hand-in-handCertification & approval go hand-in-hand

 Multiple approvalsMultiple approvals
–– The last approval is responsible for the truth and accuracy oThe last approval is responsible for the truth and accuracy of

the certification statementthe certification statement

b & c 
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Who MayWho May NOTN

ee
–– NoN

ncn

OT ApproveApprove

 A non-state employeA non-state employe
contractorso contractors

 A retireeA retiree

 An employee of a different age yAn employee of a different age cy

e 
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A Key DistinctionA Key Distinction

 AuthorizationAuthorization
––delegating to andelegating to an
individual theindividual the
authority to designateauthority to designate
individuals to approveindividuals to approve
paymentspayments

 DesignationDesignation –– givinggiving
an employeean employee
authority to approveauthority to approve
paymentspayments
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Exercise Time!Exercise Time!

Organizational 
Chart Exercise 
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Revoki uthorizationR

tio is by positiont

ng an Aevoking an Authorization
 Governing board or head of agency may choose tGoverning board or head of agency may choose to

revoke an authorization at any time.revoke an authorization at any time.
 Person no longer works at the agencyPerson no longer works at the agency

–– If the authoriza nIf the authoriza ion is by position

 Required written notice to the ComptrollerRequired written notice to the Comptroller’’s office by thes office by the
1010thth day after the effective revocation dateday after the effective revocation date

i 
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Once A Designation Has BeenOnce A Designation Has Been
MadeMade

 Step 1Step 1 –– Proper Written NoticeProper Written Notice
–– Letter or memoLetter or memo

 Signature of the individual making the designation or the presidinSignature of the individual making the designation or the presiding
officer of the governing board making the designationofficer of the governing board making the designation

 The name of the designated individualThe name of the designated individual
 The effective date of the designationThe effective date of the designation
 An explanationAn explanation

 Step 2Step 2 –– Signature CardSignature Card

 Step 3Step 3 –– Security ProfileSecurity Profile

SUBMITSUBMIT ALLALL TO THE COMPTROLLERTO THE COMPTROLLER’’S OFFICES OFFICE

j 



1111

Signature Card RequirementsSignature Card Requirements

 Legal nameLegal name

 Payee identification #Payee identification #
(TIN)(TIN)

 Original SignatureOriginal Signature

 Position heldPosition held

 User IDUser ID

 AgencyAgency’’s names name

 AgencyAgency’’s #s #

 Contact phone #Contact phone #

 Effective DateEffective Date

A signature card gives authority NOT security 
Does NOT have to be typed 

l 
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Voucher Signature Card 
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Se questS

d d es NOT grant automaticd

sss

curity Reecurity Request

 A signature car oA signature car does NOT grant automatic
electronic security.electronic security.

 Security coordinator must request acce .Security coordinator must request acce s.

 Request for security and signature cardRequest for security and signature card
submittal may be completed in any order.submittal may be completed in any order.
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USAS Security Profile ChangesUSAS Security Profile Changes

 Update security profile IMMEDIATELYUpdate security profile IMMEDIATELY
 Security coordinator of the agency isSecurity coordinator of the agency is

responsibleresponsible
 Compliance = No unauthorized approvalsCompliance = No unauthorized approvals

No 
More 

Security! 

No 
More 

Security!Very Important! 
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USAS Screen 96A – Security Profile Screen 
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Exercise Time!Exercise Time!

Designating 
Exercise 
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Limitations on Payment ApprovalLimitations on Payment Approval
AuthorityAuthority

 An agency must enforce its own decisionsAn agency must enforce its own decisions
to limit approval authority.to limit approval authority.
–– Security profileSecurity profile
–– Internal controlsInternal controls

 The Comptroller cannot enforceThe Comptroller cannot enforce
limitations.limitations.

m 



Revoking DesignationsRevoking Designations

 Governing board or head of agency may revokeGoverning board or head of agency may revoke

k 

designations at any timedesignations at any time

 Presiding officer, executive director, or chief deputyPresiding mayofficer, executive director, or chief deputy may
revoke only if they or their predecessor made therevoke only if they or their predecessor made the
designation (and if they are authorized)designation (and if they are authorized)

 Termination = mandatoryTermination revocation= mandatory revocation

 Comptroller can revoke designations any time forComptroller anycan revoke designations any time for any
reasonreason

 Not revoking authority and security in a timely mannerNot isrevoking authority and security in a timely manner is
one of the most common audit findings!one of the most common audit findings!

18
18



1919

Deadlines When a RevocationDeadlines When a Revocation
OccursOccurs

 SAME DAYSAME DAY –– request USAS/USPSrequest USAS/USPS
approval security to be removedapproval security to be removed

 5 DAYS5 DAYS –– remove employee fromremove employee from
signature cardsignature card
–– But why not do it when you request securityBut why not do it when you request security

to be removed?to be removed?

 10 DAYS10 DAYS –– notify Comptroller of anotify Comptroller of a
revocation of authorizationrevocation of authorization
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Process of Providing ElectronicProcess of Providing Electronic
ApprovalsApprovals

 Releasing a batch online in USAS = approvalReleasing a batch online in USAS = approval
 Releasing a payroll in USPS/SPRS = approvalReleasing a payroll in USPS/SPRS = approval
 The batch must be released again if:The batch must be released again if:

–– A transaction is added, altered, or deletedA transaction is added, altered, or deleted
 The user must have security andThe user must have security and

authority to release the batch.authority to release the batch.
–– Fulfilled signature card andFulfilled signature card and

security requirementssecurity requirements

o 
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Legal Significance of Releasing aLegal Significance of Releasing a
BatchBatch

 Certification StatementCertification Statement
–– Accepts responsibilityAccepts responsibility
–– Approves each documentApproves each document

in batchin batch
–– Guarantees the documentGuarantees the document

complies with requirementscomplies with requirements

 Chief Fiscal Officer must ensure authorizedChief Fiscal Officer must ensure authorized
individuals understand the statementindividuals understand the statement
–– If not, the individuals are still responsible!If not, the individuals are still responsible!

o 
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Segregation of DutiesSegregation of Duties

 Used to ensure that errors or irregularities areUsed to ensure that errors or irregularities are
prevented or detected on a timely basisprevented or detected on a timely basis

 Benefits:Benefits:
–– A deliberate fraud is more difficult because it requiresA deliberate fraud is more difficult because it requires

collusioncollusion
–– Much more likely innocent errors will be foundMuch more likely innocent errors will be found

 Examples of incompatible duties:Examples of incompatible duties:
–– Depositing cash and reconciling bank statementsDepositing cash and reconciling bank statements
–– Approving time cards and having custody ofApproving time cards and having custody of

paycheckspaychecks

Source: University of Utah Department of Internal Audit 
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Purchase 
Order 

Entry 

Release 

Receipt of Goods 
or Services 

Receipt of Invoice 

Simplified Expenditure ProcessSimplified Expenditure Process

“The Linear Puzzle” 
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Purchase 
Order 

Entry 

Release 

Receipt of Goods 
or Services 

Receipt of Invoice 

Simplified Expenditure ProcessSimplified Expenditure Process

All three-way match documents 



2525

Purchase 
Order 

Entry 

Release 

Receipt of Goods 
or Services 

Receipt of Invoice 

Simplified Expenditure ProcessSimplified Expenditure Process

Documents where one person has total 
online control are called “risky documents.” 
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Exercise Time!Exercise Time!

Segregation of 
Duties Exercise 



ObjectivesObjectives

Participants will be able toParticipants will be able to ……
 Tie payment approval authority to thT eie payment approval authority to the

citizens of Texascitizens of Texas
 Identify the components of a signaturI edentify the components of a signature

card and the USAS security profilecard and the USAS security profile
 Follow deadlines related to paymenF tollow deadlines related to payment

approval and securityapproval and security
 Segregate duties of the payment procesS s
egregate duties of the payment process

27
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